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Inform organizational staff about Vital 
Records Procedures and ensure access 

by authorized staff 

Cycle obsolete copy 
of vital record and 

replace with current 
copy of record 

Ensure record and 
copy is protected, 

accessible and imme-
diately usable 

Transmit a duplicate 
copy of record to Rec-
ords Administrator for 

off-site storage 

Identify 
Vital Records 
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Flow Chart of Vital Records 

Establish & Maintain 
List of Vital Records 

Analyze inventory data to deter-
mine volume, space, equip-
ment, and operating require-

ments for storage, maintenance 
and accessibility 

Determine and 
choose method of 
protecting docu-

ments 

Maintain & Protect 
Records 

Note:  Items which are italicized are management or administrator functions 




